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APPLICATION FOR RECORDS DISPOSITION STANDARD _ :
/ Ca

INSTRUCTIONS: Prepare in duplicate and forward tb the Records Management Analyst, Management _Svstems Division

3. Dept , Division, Subdivision & Administering Office Address ' FOR RECORDS MANAGEMENT DIVISION USE

401 West Peachtree Street, N.E.

! 1 Date Received Application No. Date Completed

MARTA | . 1=271-81 B8\-74 FEB 21984

2200 Peachtree Summit 1. Application 2. Dept. Application No.
Atlanta, Georgia 30365

4. Person to Contact éLWQrki Title - - - a‘ij_ 6. Telephone Number
Regina Finklin corﬁs Manaéiment Agalys 586-5260

[ 7 Action Requested o
a. L[] Establish Retention Schedule; record will continue to accumulate.
b. [] Dispose of present accumutation: nd, further accumulation anticipated. '
1A Check One: Change; [ Supercede; [J Void

c. [ Amend Application No.

8. Dates of Series T9. Records Series Title (followed by title used in office, if different)
Eanliest Latest Authority-wide Standard

1972 | Present | Division Directors' General Subject File
10, Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division Directors are responsible for administering and coordinating the various

-
functions of the Authority. This includes implementing, coordinating, and
administering the operations and management of the daily activities of the
Authority.
_1—1._§;£()ﬁrr]-§eries Description Th-is_ file contains the follaving documents finclude form numbers and titles, if any): T
Attach samples of the file. C
ing to: N st ot
Docaments relating 10: 311 sreas and responsibilities of the separate divisions of the
Authority.
Included are: divisional policies and procedures, directives, speeches, appointments,
studies, reports, and general correspondence.
Fileis arranged: ~ alphabetically, by subject, by year.
—i? Monthly Reference Rate How often are records referred to which are: -
One to six months old __5___._.__._ ; Seven to twelve months old 3 ; Thirteen to twenty-four months old . .___40 :
twenty-five months and older .._O._____ ?
13. Annual Rate of Accumulation of Records o - o - T
Lettersizedrawers __ _ .. _;legalsizedrawers __.._ . . . ;Shelves ________ __ _;OQther (specify) -
3012 (3/76) . \ g
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Questionnaire {Place an ""X" irfrhe proper column)

YES | NO | 14, ~ AL ]
a. Is this the official copy of the series? . :
b X If not, where is it? : 7 " i
B b. Does the series contain confudemlal informatiod requnrmg security handlmg? lf yes, cite law or regufanbn
’ X N '
4 X c. s this a vital record? * ‘ _ ) B
5 X . Daowes this s ies have historical ot loag lerm vesearch value?
3 e Wheo one o) b docoments i The Qile make ol necessny o keep the eoteee fibe tor o domg peniad, coulil these docuaments e
3 X scheduled separately ? )
X f. ts the information contained in this senes ever pubhshed? If ves attdch copy,
-_7 g. Is the information contained in this series ever analyzed and/or recorded in a summanzed report7
: X 1f yes, attach copy. .
h. s there a duplication of this series in your office, or in another office or agency? o
. X if ves, where7
X i. s this series {ara major pqvnan of it) regularly microfilmed?
X i. Does the record series result in a computer prmtout?
' 15. Retention Requrremems The followmg requires the series to be kept:
a. State Law years. d. Audit period years.
: b. Statute of limitation — e years, e. Administrative nesd years.
¢. Federal law years., . f. Federal retention instructions e Years,
: Attach copy or excert of laws or regulations. Explain administrative need.
: Possible historical value.
g‘ -
o L : _ o ]
: 16. Approved Disposition Instructions This agency recommends that the file series be cut oH at the end ol each:
1

{1 Catendar Year; Xl Fiscal Year; [ Other I then,

monthis} 1
year(s}; then

year(s); then

Hold in the current files area

1 Transfer to local holding area; hold
[ Transfer to State Records Center; hold
O Destroy.

&I Transfer to State Archives for permanent retention.
[ Other {Specity} A

— . year(s); then

" .Except the Division of Administrative services, which is to cut off file series at
end of each fiscal year; hold in current file area 1 year; then transfer to the -

; MARTA Records Center; hold 5 years; then destroy; and the Division of Accounting,

b which is to cut off file series at end of each fiscal year; hold in current file

4 area 1 year; then transfer to the MARTA Records Center; hold 3 years past the

completion of the MARTA project; tles deg4vov. S

i
:
1
i
i
3

These instructions apply to all prior and future accumulations of the series.

{Indicate briefly rationale lor recommendations above/or write additional remarks):

17. APPROVALS

“ippim‘

Avproved Department Records Managemem Ollrcer Date Appnpved Legal C}.usel Da
Approved Division Head/Designee Date 1 Approved ivision of Audit J Da g T
Approved  Department Head/Designes Date

Approved  MARTA Management Advisory Commitiee

Date




